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Competency Assessment and Management



Welcome to the Contracting Workforce Competency Assessment. Your participation is critical to helping DAU and DPAP identify ways to correct the workforce proficiency gaps and ensure that the right training is offered to meet the needs of those in the nation’s most critical workforce.
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Before beginning, be sure to have your:
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 Contracting Competency Model (provided as an attachment in the email through which you received this manual)
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 A computer with internet access
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 Your introductory e-mail that contains the website  

       (http://www.cnacompass.org/gap) and password.


Time to complete: approximately 1-2 hours

Tips:    Use the [image: image5.png]PREVIOUS)



 button on the bottom of each page 


  instead of the back button.


Comments, Questions, or Concerns?

	If you have issues related to details such as: 

(  Why this assessment is being conducted?

(  What is driving this effort?

For quickest response, contact your local Point of Contact as identified in the email through which you received this manual.
or
	Technical issues:

· Having other technical  problems?

	Mary Thomas, DPAP
	CNA Help Desk

	Mary.Thomas@osd.mil
	support@compasshelp.org.

	(703) 693-7895
	(866) 599-4262

	
	


Section 1: Supervisor Technical Guide

1. Login
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Competency Assessment and Management

Welcome to the ATSL Workforce Gap Assessment Web Site. You have been selected to participate in an
‘extremely important effot that spans the entire AT&L workforce. The objecive of this assessmentis to
‘specifically dentify critical capability gaps so that the Depariment may address those gaps through targeted
recruitment, retention, education, training and development strategies. This step will identify the proficiency
levels that existin the workforce, and compare them to the unique requirements each component, organization,
‘and command faces.

'DoD-Wide Contracting Competency Model

Defense Procurement and Acquisition Policy (DPAP) teamed up with the Defense Acquisition University (DAU)
to pursue a competency-based approach to worklorce management. The DPAP Director and DAU have just
‘completed a five-month effot to define the intearated behaviors and underlying knowledge, skills, and abilties
that define superior job performance for the contracting workforce. This effort resulted in a Coniracting
Competency Model that includes both the technical and professional skills you use to get the job done. DPAP.
‘and DAU are working with all of the Wiltary Depariments and Defense Agencies to use the Contracting
Competency Model to complete a Contracting Competency Assessment of the DoD-wide Coniracting|
workiorce.

Inthis workforce gap assessment, you will be asked to rate your proficiency, citcaliy of the competency.
element, and frequency of use for each of the competency element behaviors derived from the Contracting
Competency model

To begin, please type in your e-mail and password detailed in your invite letter.

Ifyou do not remember your password, contact your local POC, or contact Mary Thomas,

Uary Thomas@osd.mil. Aterately,if you want your password e-mailed to you, please enter your e-mailin the.
box below and click he f you have forgotten .~ link below the Login’ button and your password will be emailed
toyou

Email Address

Password

fyou have forgotten your password, we can email itto you

o-sx




1. Type your Email Address and Password in the text boxes.
2. Select the [image: image7.png]JLOGIN|



 button.
· Note: The Email address and password you received in your introductory Email will allow you access to this survey at any time. 

You will be taken to the Supervisor Main Menu page, which contains a brief welcome message and important notes before beginning.

2. Supervisor Main Menu
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Competency Assessment and Management

SUPERVISOR

Rate Employee

‘Supenvisor Main Menu

View Ratings





1. Select the Rate Employee box on the left hand side of the screen to begin the assessment.

2. You will be brought to a list of employee’s e-mail addresses. Click the circle next to the e-mail address of the employee you would like to rate and press [image: image9.png]


.
	Special Case Note: If you are a supervisory employee who is also being assessed you will have two options: [image: image10.png]


 and [image: image11.png]





In order to rate yourself(as an employee), 

1. Click the [image: image12.png]


 tab seen on the top right corner of your screen. 

2. Please view the Employee Technical Users Guide. 

3. When you have selected it will turn a lighter blue [image: image13.png]



In order to rate your employees, 

1. Click the supervisor [image: image14.png]


tab also in the top right corner of your screen.
2.  When you have selected it will turn a lighter blue [image: image15.png]


.
You will be taken to the Career Level page for the employee selected.
3. Career Level
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Each employee in this assessment must be assigned to a
category of Entry, Joumey, or Senior level. Please ensre that
the career level is set appropriately for this employee

The definitions described below should help you deterrine
the appropriate career level for your employees. We have
included years of experience as one additional factor to aid in
making this decision

Entry - Employees in entry level positions generally
understand the principles and can execute with guidance.
Typical Years Experience: 0 - 2 years contracting experience

Journey - Employees in journey level positions are able to
perform on their own with someflimited guidance. Atthis level,
they are gaining depth and different office/agency/mission
perspectives.

Typical Years Experience: 3+ years contracting experience

Senior - Employees in senior level positions provide expert
level advice to managemert, have extensive practical
application and experience across different
offices/agenciesimissions, andior serve at the
managementiexective level. May lead teams and
organizations composed of entry and jouneyman levels
Typical Years Experience: 7+ years contracting experience

Questions or Concerns?
« If you have any questions, please direct them to your

local POC, or contact Mary Thomas,
Mary Thomas@osd mil

Career Level

Employee | foo@bar.com

Career Level v
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1. Select a career level for the employee selected: Entry, Journey, or Senior.

You will be taken to the first page of the assessment. 

· Note:  There are 27 total pages in the assessment.
4. Rating Criticality and Proficiency for each Competency element
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Please read each competency element carefully and then rate your employee on Criticality and Proficiency by answering the questions detailed below:

+ Criticality: Please rate how critical the competency element behaviors are to your employee's current job.
o Ratings: 1- Not Critical, 2 - Somewhat Critical, 3 - Fairly Critical, 4 - Very Critical, 5 - Extremely Critical, NAA - Not Able To Assess

« Proficiency: Please rate how proficient your employee is at the competency elerent behaviors
o Behavioral statements for each proficiency level (0-No Exposure through 5-Expert) are provided as examples to help rate their proficiency level
o Ifyou as a supervisor are not able to assess an element because you have not seen this competency utilized, andior it is not required in your employee's
current position, please Select NAA-Not Able to Assess

Remember to rate your employee opertly and honestly for allitems. Your ratings will not be used in any way for performance appraisal

The expected proficiency level usualy increases as an individual progresses from an Entry, to a Journey to a Serior position. However, even at the Seror level, not l
jobs require everyone to have Expert (Level 5) proficiency for all compstencies

Tips for Using this Site
+ Please avoid the back button - However, if you wart to go back there is a previous button on the bottor of each screen (except the first screen, of course)

« Ifyou have any general business questions, please direct then to your local POC, or contact Mary Thomas, Mary Thomas(@osd.mmil
« For additional help, please contact technical support via email at support@compasshelp.org, via website at i compasshelp.org, or via phone at 1-866-599-

4262
Employee jdumas@fractorama.com

Unit O Competence Pre-Award and Award

Competency Determination of How Best to Satisfy Requirements for the Mission Area
Progress Page 2 of 42

1. Provide proactive business advice on requirements documentation based on analysis of requirements and performance-based approaches to find the best
solution to satisfy mission requirements.

Examples of supporting knowledge items inclde

« Knowledge of customer's mission and requirement (to include prior contract history and leadtimes) and cormmand's visions and goals
« Knowledge of the industry from which you are purchasing (e.q., major systems, R&D, construction) to include the applicable special categories of contracting described in
FAR Parts 34, 35,36, 37, 38, 39 and 41





Please, read each competency element carefully.  Then rate each competency element by the level of criticality to your employee’s job and proficiency your employee has shown in that activity. Examples of the knowledge required for each competency element are listed below each competency element.
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· Note: The progress box, at the top of each page, denotes the unit of competence, competency, and the page that you are currently at within the assessment.

Note:  As you progress through the assessment, please note that:
· To save your responses select [image: image20.png]


 on the bottom of each page.  Each time you hit [image: image21.png]


 your responses are saved to the database.  

· You can exit at any time and will be brought back to where you last hit the continue button.  

· To go back in the assessment a screen or more select [image: image22.png]PREVIOUS)



 after completing a screen.

· Your responses on a page will not be saved if you logout without selecting continue first or select the previous button.

When you reach the second to last page a message will pop up:
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1. Select Cancel if you decide to make some final changes in the first 26 pages of the assessment.

· Note:  Use the [image: image24.png]PREVIOUS)



 button to navigate back in pages.

         OR 

1. Select OK if you have completed the assessment and want to move on to the next portion.

· Note:  You cannot go back to the first portion of the assessment after you select OK.


This will bring you to the final page of the assessment.

5. Rating Criticality and Proficiency for each Professional Skill

Please review each professional skill, such as Problem Solving, Customer Service, and Oral Communication, its definitions, and examples. 
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Please review each professional skill, its definitions, and examples. Then rate the criticality of the skill o your employee's job and your employee’s proficiency
in utiizing this skl on the job

Progress Page 28 of 82

Problem Solving

Identifies and analyzes problems; weighs relevance and accuracy of information; generates and evaluates alternative solutions; makes
recommendations.

Exarmnples:

« Conduct meetings with various stakeholder groups to discuss contract changes and to maintain focus on the requirements
« Develop options to resolve issues when analysis findings identified a need for re-negotiation and/or modifications

« Perform independent analysis of technical data including feasibility studies, ife cycle cost studies, and cost impact studies, to reduce acquisition time
+ Research ways to determine the best contract method, use of personnel, and price for the contract

Criticality - How critical is this activity in your job? Ratings: (1 - Not Critical, 2 - Somewhat Critical, 3 - Fairly Critical, 4 - Very Critical, 5 - Extremely Critical, NAA - Not Able To
Assess)

Proficiency - How proficient is your employee in utiizing this skill to be effective on their job?

1| Awareness: Applies the cormpetency in the simplest situations and requires close and extensive guidance.

Basic: Applies the competency in somewhat difficult situations and requires frequent guidance

Intermediate: Applies the competency in difficult situations and reqires litde or no guidance.

Advanced: Applies the competency in considerably difficult situations and generally recuires no guidance.

IS

Expert Applies the competency in exceptionally difficult situations and involves serving as a key resource and advises others.

o|o|Oo|O|O|O

N/A | Not Applicable / Not Needed In My Job

Customer Service
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Then select the estimated criticality to your employee’s job and estimated proficiency the employee has in utilizing this skill on the job. This is very similar to the technical competency proficiency levels seen in previous pages.

When you reach the end of the page a message will pop up:
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1. Select Cancel if you decide to make some final changes on this page of the assessment.

         OR 

1. Select OK if you have completed the page.

· Note:  You cannot go back to this page of the assessment after you select OK.


This will bring you to the end of the assessment.

6. Completed Assessment 


You have completed the assessment for your first employee. To select 
another employee, simply click Rate Employee once more.

7.  View and Print Ratings

This page allows you to view the information you have provided during the assessment. 

1. Select view ratings from the left hand column

2. Select the employee’s ratings you wish to view.

3. Select continue.

You will be taken to the view ratings page for that employee.

· Note:  You can view ratings at any point during the assessment.  Select Rate Employee to return to the assessment.
Below is what your view ratings results will look like. These results are not intended to be use in regards to any performance appraisal.
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To print assessment responses, you can either copy the entire view results report and paste it into a Microsoft Word document or print the report directly from the web browser (keeping in mind that you may have to adjust some of the Page Setup features to ensure you’ve captured the full view of information.)
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                                          Questions or Comments     

CNA Technical Support Help Desk: Send an e-mail to support@compasshelp.org, ask questions at www.compasshelp.org, or alternatively, you can call (866) 599-4262.
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